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TRSTRUCTIONS:

Application for
RECORDS DISPOSITION STANDARD

See ssparate ingtructions for aa-phuol !

rort and reverge of thir form. Sign original and two copies

nd forward to Pepartment of Archives and Figtory, Attentionm:
1

seords Hﬂugaluu t officer.

Transportatlon Agency
Finance & Audits
Payroll and Budgeting
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3 AGENCY, Division, Subdivision & Al-tniﬁ-lrlnl fo!cc lddrlll

gb, 2 Capitol Square - ]

ESTABLISH DISPOSITION STANDARD;

OFFICE OF SECANTARNY OF STATER

DEFARTHEIT OF ARCEIVES & RISTCAT
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Io Date Complieted

EP 11 1972 295 Sep 1g 197
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?crloa te Cont..et
Martha Jacobs
 Vorking Title G, Tel. Wa.
Accountant TTT 656-5237 .

DISPOSE OF PRESENT ACCUMULATION;
NO FURTHER ACCUMULATION ANTICIPATED.

L

1918 - to date

? RECORD WILL CONTIXNUE TO ACCUMULATE.
. Inclusive Dates 9 .lncr‘_snt:s TITLE

Property Deed File
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10.

Agency activities.
ownership.

What is the function of the offire im which this Yecord serfes is created

The function performed in creation of this series is the purchase of resl property for
Ancother function in création of this series would be to show proof of
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: N1 DESCAIPTION OF SERIES - Include Form Mo. & Porm Title,
: .

Property Deeds-

If any  od file arrangesent

a legal document which portrays: ownership of & building and/ or property

(real estate).

It is filed alphabetically by county.
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i QUESTIONNAIRE Place sn "x" ia thc ;ro;nr columb. Tf mmswer ia DT pf:e explain ' T YES NO

Lo 2

13. Is this the Record Copy of the series? : B X (]
s - .

14. Is there a duplication of this series in another office or agency? : ; B0
“Tn the Secretary of State's office, a copy is kept. T

15. Is the information containéd it this series ever summarized or published? (1] &

16. Does the series contain classified information requiring security handling? [] R

1T7. Does the series document policies and procedures of agency' s operatlon or functlon" [] [X]

18. Could the function be performed if the files were lost or destroyed‘? X []
Could reconstruct from Deeds recorded. - This however would be difficult and time consuming.

19. Ts the series {or major portion of it) regularly microfilmed? If yes, why? 1 M

20. Does the record series provide data as input to an EDP file? 1 M

21. Does the record series contain documentation produced as EDP printout? : [1 X

'22. Is the series a.ffected by Federa.l or grant funds‘? _ o s A

23. Will there be a need for these ‘records 10, 15 years from now? 'If yes, what?  [® []

e . Admipistrative, legal , _ o
2k, REQUIREMENTS. The following requires the files to be kept_pemareftlyygers:

a.[dSTATE ©b.[]STATUTE OF c.[]AUDIT d.[]FEDERAL e X{WOMINISTRATIVE  £.[ JHISTORICAL

LAW LIMITATION PERIOD LAW DECISION VALUE
{Cite Law, Statute, or other reason for the retention requirement)

To show proof of ewnership
Georgia Code Ann. Chapter 91-4A.

25.
of each -{]CALENDAR YEAR -[]FISCAL YEAR ~hiOTHER received deed _ sthen:

AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end

A.[]Destroy immediately after cut off. . - '
B.[]lHold in current files ares __month(s)}/__ year(s) “then:
1 {Ipestroy.
2 [lTransfer to records center; hold _year(s), then:
Destroy.

3 {IDestroy sfter audit (or year(s) after audit).
C.[{JHold in current files area indefinitely.
D.[]Hold in current files area ___year(s), then transfer to Archives permanently.

E.[i%her Hold in the current files area permanetly.

{Indicate briefly rationale for recommendations above/or write additional remarks):
The voulme seewms very low.
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_Attach Samples of the Series ) . 71

26,
Recommendaticns []‘Apprqued_ [1Disapproved Coeen.

in Paragraph 25 [L]'Ap/proved []Dlsappr‘oved \.!;“ ;h : 4%;&_‘])___
Secr ¥ of Btate ) .
' are: 7 [‘*]/pca‘md [Jpisapproved We?
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